Epasadena Independent School District

Employee Self-Service

Video Tutorial

This tutorial is available on the district website under the Payroll Department
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Before you Log-In

The first thing you need to know is your log-in credentials. You will need your User Name and
your Password.

***Please contact the help desk at 713-740-0260 for log-in credential assistance.***

Once you have your User Name and Password you will need to log onto a district computer
to create a personalized password. You must use a district computer for the first log-in.

Turn on the computer and monitor.
You should see a blue screen with a box that looks like this:

Welcome to Windows

Copyright &) 1985-2001
Microsoft Corporation

&= Press Ctrl-lt-Delete to begin,

Requiring this key combination at startup helps keep your
computer secure, For more information, click Help.




» Thedistrict’s Internet Use Policy will appear each time that you log onto a district computer.
You must click OK to continue to the log-in screen.

Pasadena Independent School District Acceptable Use Policy &I

By chckng on or entenng "Okay”, the user acknowdedges and accepts the
Pasadena 1SD Employes/Commurdy Member Acceptable Use Pobcy dated
3713709 or the Student Acceptable Use Policy for 2005-2010. The iudl pobcy can
be located at

hitp: //paszadena. tx schoclwebpages com/educationstalf /staff php?sechondetad
id=10673% The studert AUP is also located in the 20039-2010 Student
Handbook. Both Agreements ae posted on owr district website on the
Departments/T echnology Services/Resowices and Helphud Links.




How to Log-In

The next screen is the log-in screen that looks like this:

Log On to Windows

Copyrighe £ 1985-2001
Microsoft Corporation

User name: l ydoe

Password: }

Log on to: | PASADENAISD

[ JLog on using dial-up connection

[ OK ] [ Cancel ] [SMDovm...] [Opbons << ]

The User Name is not case sensitive. The Password is case sensitive.

Remember: if you do not have your User Name and/or Password, you will
need to contact the help desk at 713-740-0960.



Lq‘&pn to Windows

-

Copyright © 1585-2001
Microsoft Corporation

B | ogon Message
p Q You are required to change your password at first logon.

o Once you have logged on you will be asked to create a personal
password. The password has specific requirements: it must be a
minimum of 6 characters, it must include capital letter, lowercase letter
and number. Any combination of these requirements are acceptable.

Change Password

Copynight © 1985-2001

Micromolt Carporation

User name: iritfog
Log on to:

Old Password: i esoece
New Password: { sesese

Corfirm New Password: | eseeee

[ ok || cencel |




After you have created a new password, you will open a new URL(uniform

resource locator) also known as a browser address bar, or the Big Blue E on your
desktop.

e

Internet
Explarer

Once you have opened this, you will see the address bar below:

ey =[8]X]

Pt

&jn@t P http: et pasadenaisd org/education components/scrapbook default php?sectionid=1 @H‘_}‘Hﬂ '::l Google |E|

Fle Fdt Wiew Fawnrites  Tonk Heln

In this line, you will enter PISDLAWSON



The “PISD Employee Confidentiality Agreement” will be displayed. Please read and click the
‘| Agree” button to continue.

[ndependent
S UAEY School District

Employee Confidentiality Aqreement

Az an employee of the Pasackena Independent wchool Distrct, L am aware that the data and matertals to
winch I have access are to be treated 1 & profesaonal and corfidertal manner This wfortmation will be
uged only 1n the conduct of ofical mternal busmess of my deparbment or school and may nothe disclosed

[0y thrd party

NCTE TeerlDs and passwrords may act be shared. Te net gwe your password to anyone. Violation wl
reault o revocahon of the accownt end notification to vour supervisor Depariment Head,



Each user will be required to enter their user name and password to
access Lawson

LAVWVS«&N

(MEFE SRR TR

Pass weoar ol

ey b D SR | e T . R P el T g 0 0L T -0

**Enter your user name and password and click the Login Button
User name is NOT case sensitive
Password IS case sensitive.



LAWS@N ' tione

My Shortcuts

Welcome Connie your Productline is PROD

‘You may have more than one tab.

r ESS, use the Employee Self Service tab.

[logout]

e O B 0

. | General || Payroll || Employee Self-Se¥ice || Legacy Reporting || Documentation | P |Search_.. |Q°E|
Employee Self-Service
Benefits 3 Employee Self-Service >
Employment 2 + Benefit Handbook + Direct Deposit EJ
Life Events 2. + Benefit Plan Descriptions + Leave Balances
New Hire & + Benefits Enrollment + Pay Chedks
+ Current Benefits + Pay Rate History
Pay + New Hire Enrollment + Payment Modeling
Personal Information 2 + Spending Accounts + Payroll Documents
TRS links % ~ 0 Payroll Links
User - Multi Step Job Def Eploymest ol + Comerstons Cl.Ub
+ Job Profile + Houston Chronide
PISD Bookmarks = m + Phone Book ch category has a list of options to + Tax Withhalding
P — = + Policy Manual view and/or make changes in. You Vear to Date
+ Work Phone will need to click the small arrow on
the right side of the category name.  parconal Information A
Life Events ~ B
+ Dependents
+ Emergency
 Address Change + Leave Balances
+ Marital Status
+ Personal Profile
Org Chart ~ B + Veteran Status
g’ﬂ +Org Chart

<]

]
|



Once you are on the ESS dashboard, you can access the following :
View your current -

¥

* Benefits ~ B

P + Benefit Handbook
AN -
& + Benefit Plan Descriptions
A + Benefits Enrollment
+ Current Benefits

+ Mew Hire Enrollment
+ Spending Accounts

Under the section you will be able _

) ﬁersnnal Information
to view your current P Dependens
update dependent information; emergency contact; <3 | Emergengy

ital status: + Leave Balances
marital status, + Marital Status

+ Personal Profile
. Veteran Statu
On the section you can change your address. T
' Life Events ~ 0B

’ - ! + Address Change

The New Hire section is where all new employees complete the necessary
documents for employment. As a current employee, you will not use this
section.



You can add or remove banks for
your direct deposit?

You can check your leave balance
and history of absences?

You can View and Print your pay
check stubs from ESS?

You can see your pay rate history.
You can use Payment Modeling to
see what your paycheck would look
like with a different tax filing status
or number of allowances?

You can view your Salary Letter or
your PISD salary history (Best Three
years)?

Set up your Houston Chronicle
subscription?

Change your W-4 filing status?
View and Print a Previous Year W-
2 form?

Pay

Did you know....??

+ Direct Deposit

+ Leave Balances

+ Pay Checks

+ Pay Rate History
+ Payment Modeling
+ Payroll Documents
# 1 Payroll Links

+ Cornerstone Club
+ Houston Chronicle

+ Tax Withholding
+ Year to Date




